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B.A. (Programme)/I1 D
OFFICE MANAGEMENT AND SECRETARIAL
PRACTICE
Paper 11
(Ofﬁce Management and Stenography—English)
(Admissions of 2004 and onwards)

Time : 3 Hours Maximum Marks : 75

(Write your Roll No. on the top immediately on receipt of this question paper.)

Note — () Part I Answers may be written either in
English or in Hindi; but the same medium
should be used_throughout the paper in
Part I but Part II Answers should be written
in English only.

(in).  The maximum marks printed on the question paper -
are applicable for the students of the regular
colleges (Cat. ‘A’). These marks will, however, be
scaled up proportionately in respect of the students
of NCWEB at the time of posting of awards for
compilation of result.
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All questions of each Parts I and Il along with

their Sections should be attempted together.
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Part I (Office Management)
a1 (e ue)
' Max. Marks : 37
‘{UTTEE : 37
Attempt any rhree questions from Section ‘A’.

Section ‘B’ is compulsory.
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Section ‘A’
(3T ‘=)
What is ‘Office Management” ? Discuss the role and functions

of the Office Manager. 3+7
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Define centralization of office services ? What are its
advantages ? Discuss the services in which centralization is

more desirable. 34344
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Outline the procedure for handling incoming and outgoing

mails. 10
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Describe ‘office forms’. What is their use ? State the factors

to be considered at the time of designing forms. 343+
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What are the advantages of mechanization in the office ? How
should you determine whether a particular machine is needed

in the office ? 545
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Discuss the advantages and limitations of computerization in
an office. _ 10
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What is Filing Routine ? Why is it essential ? Discuss the various

steps in filing routine, 24246
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Section ‘B’
(9 ‘=)
Write short notes on any three : 342+2
(/)  Office Stationery
(#)  Computer Applications
(7if) Downward Communication
(v)  Selection of Employees
(v)  Weeding of old records.
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Part II [Shorthand (English)]
Max. Marks : 38
All the answers should be written only in English.
Section ‘A’ is compulsory.
Attempt any three questions from Section ‘B’.
Section ‘A’

Explain any four of the following, giving at least two suitable

examples : v 4x2=8
(@ Upward R and Downward R

()  Grammalogues

(¢) Difference ‘between suffix and prefix

(d) Use of ‘N’ hook

(¢)  Halving Principal

(#  ‘STR’ Loop.
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Section ‘B’

Fill in the blanks with suitable words given in the brackets :

®

(i)

(iif)

()

)

i)

10x1

The third-place vowels are written ...........cccccceeeernenenee. .

(above the line/through the line)

An intial circle is always read ..........occoeeevenenccn. .

(last/first)

The stroke s or z must be written when the final
syllable-ous iS .......ccccovvercerrievernnne by a diphthong.

(preceded/followed)

A large initial circle represents ........ccvevvveneircinenenn .

(sw/ss)
The st loop may be employed .......cccceeviinnnnnns to
represent the sound of zd. (initially/finally)
A small initial hook to curves adds ........cccccveerceiinnnnn .
(177
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(viiy A small final hook struck by the Right motion adds

............................... to straight strokes. (‘C/n%)
(viii) Medial ‘v’ iS. generally written ......... .
| (upward/downward)
(ix) The v o form of ‘L’ is most commonly
written. : (upward/downward)
(x)  Thick strokes are never Written ...........cccoeevvencrenenne .
(upward/downwdrd)
Write the following words in shorthand : 10x1

() letters
: . (i) awake
(iil)  after e
(v) red
(V) WOMEN oo

(vi) disagree v



i) daily '
| (vii)) deeply s,
(ix)r ACCESS  crveverrrseresnsnsusesnnns
| ) loyal .......
Write the following Grammaloéues/Phraseg in shorthand
o Accdrding )

(i) Balance

(i) Can

.(iv) Difficult

(v)  English

(vi) February

(vii) Giye-n

(viif) Immediate

(ix) Language

x) Hé,d.

5590

: 10%1
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(10) 559
Write the following paragraph in shorthand. Only essential
vowel signs need be shown :. s ' 10
We-thank-you-for-your communication and instructions

regarding-the shorthand passage” given me for-the test in my

course. | feel that I am feeling happy while attempting this test -

Jor-my graduation.

Transcribe (wiite in English) the following paragraph : 10

)o . e
\l/ an \, R s s st sine casssetas et sasearey ¢ 8 st snceeeee
. \ : .

10- : 500
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